University Program Specialist-Journey

Vacancy # 933656
Salary Range: $30,522 - $56,820  
Closing Date: 12/16/11
Under the direction of the Associate Dean for Research and the Dean, the selected candidate will help facilitate the research mission of the Thomas Harriot College of Arts and Sciences. Duties of this position include the following: assist faculty and/or departments/programs with administrative and financial preparation of grants and contracts; review grants and contracts and provide both editorial and budgetary assistance to faculty with attention to university policies, state, and federal guidelines and sponsor guidelines; monitor proposals for allocation of effort, indirect cost distribution/waivers, compliance issues, match requirements, etc.; and act as liaison/contact between external sponsors, faculty members, Sponsored Programs, Grants and Contracts, and Foundation Relations personnel. 

Specific duties include the following: 

Upload documents for electronic submissions: 
*Review, interpret, and apply sponsor regulations and guidelines for electronic submissions. 
*Provide training, setting up individual accounts, and track progress reports. 
*Provide guidance and training to departmental research administrators on how best to serve faculty in their respective areas with grant and contract administration. 

Review award documents and maintain up-to-date database of awards. 
*Ensure notice of award, budget and terms and conditions match proposal submission and liaise with OGC and OSP if revisions are necessary. 
*Generate reports on grant and contract activity as needed using in place electronic databases (RAMSeS). 
*Assist/train faculty/departmental research administrators in generating reports on grant and contract activity for review by their faculty. 
*Assist faculty/departmental research administrators in the grant closeout process to ensure that funds have been spent out appropriately. 

Organize and lead workshops and small group sessions on various aspects of grants administration for departmental administrative personnel/faculty. 
*Conduct and coordinate training sessions for new faculty/staff. 
*Coordinate grant-writing workshops. 
* Work with Associate Dean to identify potential sponsors for faculty projects. 
*Maintain College Office of Research website and College's research newsletter. 

Initiate and process EPAFs for summer pay and for academic year buyouts from grants. 
*Assist departments in review of grant budgets prior to processing payroll documents to ensure availability of funds. 

Knowledge of university policies, state and federal guidelines, and sponsor guidelines as related to grant activity and knowledge of RAMSeS, NSF FastLane, Grants.gov, NIH e-commons, NOAA Grants Online and COS are essential. Accounting experience helpful. Preferred: Training in Banner and experience with EPAFs, Certified Pre-award Research Administrator (CPRA) or Certified Research Administrator (CRA) credentials; or a minimum of five years pre-award experience.  
Minimum Qualifications: Bachelor's degree and one year of experience related to the area of assignment; or equivalent combination of training and experience. All degrees must be received from appropriately accredited institutions  
This position is subject to the Career Banding Salary Administration Plan. If candidates are not identified at the Journey level, management may consider candidates at a lower competency level. Pay will be commensurate with applicant's competencies as well as budget, equity, and market considerations.
Applications must be received in the Department of Human Resources by the closing date of 12/16/11 to be considered. Please submit an online ECU application for vacancy #933656 to ECU Human Resources at www.jobs.ecu.edu.

Equal Opportunity / Affirmative Action Employer

View this job posting at https://ecu.peopleadmin.com/applicants/Central?quickFind=67266
    
  
  
  
  
  
 
